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Object “Functions”  
The Functions available to each user are 
based on the user’s role and permissions 
within FRED.  Similar Functions are 
grouped together on the Functions menu.  
Commonly used Functions include: 
• Download — Opens the document 

outside of FRED; used to save a 
document to a local location. 

• Open — Opens the document within 
FRED. 

• Add Version — Adds a new version to an 
existing document. 

• Edit — Allows the document to be altered 
and a new version to be added, all within 
FRED. 

• Make Shortcut — Creates a shortcut, or 
“pointer”, to an object; provides quick 
access to frequently used objects. 

• Permissions — Displays the access settings 
on the object. 

• Reserve — Puts the document “on hold”, 
so other users cannot alter it. 

• Unreserve — Removes the “hold” from a 
document that is reserved. 

• Delete — Removes an object from FRED. 
• Properties — Displays data about an 

object, such as:  
♦ General — The object’s creator and 

owner. 
♦ Audit — A history of actions taken on 

an object. 
♦ Categories — Displays any assigned 

categories and associated metadata. 
♦ Versions — Displays all prior versions 

of a document, including the date, 
time, and creator of each version. 

Need Help? 
For password assistance or to report technical 

problems with FRED, contact: 
 

The USAGDOIM Help Desk 
Email: 

USAGDOIMHELPDESK@det.amedd.army.mil 
Phone: (301) 619-2049 or (800) 438-0855 

 
For assistance with your Organization’s FRED 

system contents, contact: 
 

Your Organization’s Knowledge Manager 
 

________________________________ 

Phone/Email: 
 

________________________________ 
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FRED-TR (Training) 
• https://fred-tr.armymerits.org/ 
FRED (Production) 
• https://fred.armymerits.org/ 

FRED URLs 

• From the browser window, enter the 
URL of the server you wish to access.  
For easy access in the future, bookmark 
the URL as a browser “Favorite.” 

• Enter your FRED username and 
password.  (Remember: Usernames and 
passwords are case sensitive.) 

• Click the Log-in button. 

FRED Workspaces 
Workspaces manage different types of information, 
and each workspace provides different tools to make 
your work easier. 

• Personal Workspace — A personal area assigned 
to each user, utilized to manage work, and store 
frequently-used information. 

• Enterprise Workspace — Used to locate, store, 
and work with regulated documents. 

• Project Workspace (future phase) — Provides 
collaborative areas for teams to work together. 

• General — Choose preferences for your 
start page, view, navigation style, 
indicator durations, colors, etc. 

• Password — Use this tab to change your 
password at any time.  Passwords are 
valid for 90 days and must contain a 
minimum of 10 characters, including: 

♦ (2) uppercase letters 
♦ (2) lowercase letters 
♦ (2) numbers 
♦ (2) special characters 
♦ (2) of your choice 

Tools > Settings 

The FRED Search Bar provides a way to locate 
objects (documents and folders) through a full text 
search. 

• Perform a basic search by entering a term or piece 
of descriptive data about a document or folder in 
the Search Bar.  (Click on the yellow icon next to 
the Search Bar to access the Advanced Search 
functions.) 

• Keywords and operators can be used to search for 
very specific information within the content of 
the document. 

• The drop-downs above the Search Bar allow you 
to select the type of search to be performed (ask a 
question, search the system, etc.) and to limit 
areas of the index to search (from here, all 
versions, etc.). 

• The Search Result page lists all objects the user 
has permission to see.  

Searching for Information 

To add an object (document or folder) to 
FRED, you must have permissions to do so in 
the given location. 

Adding New Objects   
to FRED 

• Navigate to the location (destination) 
where you will add the object in FRED. 

• Click the appropriate button (Add 
Document or Add Folder); the “Add” 
window and menu appear. 

• If adding a folder, enter a folder name, 
and click Add.  If adding a document, 
Browse to the document (source), and click 
Open; enter the document name, and click 
Add. 

• New objects appear with a yellow light 
bulb icon. 

Logging into FRED 

FRED Fast Facts 

Adding a Version 
• In FRED, navigate to the document to be 

versioned and click the Functions button 
next to the document. 

• Within the “Add: Version” window, click 
Browse, navigate to the new version of the 
document (source), and click Open. 

• Enter a description of the changes in the 
“Description” field and click Add. 

• This newly-added version is now available 
to users with access.  Previous versions of 
the document can be accessed via 
Functions > Properties > Versions. 
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